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Asset Management Queries 
 

VTAMR001 – Asset Physical Inventory Report 

Purpose Lists all in-service assets and their locations to be used for physical inventory 

Prompts AM business unit 

Columns AM business unit, location, document, dept ID, asset id and description, tag 
number, in-service date and cost 

 

VT_AM_ASSET_LIST – All in service assets for a BU 

Purpose Lists detail information about all currently in-service assets for a given 
business unit 

Prompts AM business unit, location and dept ID.  Can use % for location and dept ID. 

Columns AM business unit, asset id and description, location, location detail, tag 
number, serial id, all chartfields, asset category, profile id, quantity, cost, 
acquisition code and acquisition date. 

 

VT_AM_ASSET_CUST_LIST - In service assets BU Custodian 

Purpose Lists detail information about all currently in-service assets for a given 
business unit, including custodian. (The same as VT_AM_ASSET_LIST query 
with the addition of asset custodian.) 

Prompts AM business unit, location and dept ID.  Can use % for location and dept ID. 

Columns AM business unit, asset id and description, custodian, location, location detail, 
tag number, serial id, all chartfields, asset category, profile id, quantity, cost, 
acquisition code and acquisition date. 

 

VT_ASSET_COST_UNDER_1000 – Assets in service cost <1000 

Purpose Lists assets for a given business unit whose asset amount is less than $1,000 

Prompts AM business Unit 

Columns AM business unit, asset id and description, custodian, location, tag number 
and amount 

 

VT_CIP_DETAIL – Expenditure Detail for CIP – Used for year-end CAFR reporting 

Purpose Expenditure detail related to construction in process for CAFR reporting 
purposes 

Prompts GL business unit, dept ID, fund, project and a range of journal dates 

Columns GL & AP business units, all chartfields, journal info, AP voucher, deposit, AR 
item/BI invoice, and amount 
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VISION FINANCIALS 
 

Accounting Entry Detail-Depreciation (AMAE2120) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists depreciation and related transaction amounts per asset, with chartfields, book 

and report totals. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Accounting Entries > Account Activity Summary 

 

Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAE2120) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

GL Unit Select desired GL Unit 
Click on magnifying glass to 

lookup value 

Book Select desired Book ASSETS is recommended 

Account Select desired Account 
Click on magnifying glass to 

lookup value 

For Depr and Net Select desired actions 

If you want information regarding 

assets that have been retired or 

transferred select either or both 

Type of Report 
Choose Detail or 

Summary 
 

From Fiscal Year & 

Through Fiscal Year  

Enter timeframe to be 

reported on 

It is recommended to use this box 

to enter timeframe information 
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Report Steps                                                                see screenshot below 

As of Fiscal Year & 

Period Or As of Date 
See note 

Note: Only enter information if 

reporting on the current year 

activity. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 
Select Account Entry 

Detail – Depreciation 
It’s Process Name is AMAE2120 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 

Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAE2120 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

 

 

 

 

 

  

Run 

Ok 
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Run Control ID Page 
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Report Request Parameters Page
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Process Scheduler Request Page 
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Process Monitor Page 
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Process Detail Page 
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View Log/Trace Page 
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Example of Report Output
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VISION FINANCIALS 
 

 

Account Activity Summary-Cost (AMAS2030) 

 

Report Information 

 

Purpose of the Report 

 

This report lists cost and related transaction amounts per account with chartfields, book and 

report totals. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Accounting Entries > Account Activity Summary 

 

Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAS2030) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Account Select desired Account 
Click on magnifying glass to 

lookup value 

Type of Report 
Choose Detail or 

Summary 
 

Include Transfers Check if desired  

Include Retirements Check if desired  
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Report Steps                                                                see screenshot below 

From Fiscal Year & 

Through Fiscal Year Or 

Date Range From & Thru 

Enter timeframe to be 

reported on 

Note: It is recommended to use 

one of these two time frame 

sections as opposed to the section 

below it. 

As of Fiscal Year/Period 

Or As of Date 

Enter desired 

information 

Note: Use these sections if 

reporting only on current fiscal 

year asset activity. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 

Select “Account 

Activity Summary – 

Cost” 

It’s process name is AMAS2030 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAS2030 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Run 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Accounting Entry Detail (AMAE2100) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists accounting entry details. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Accounting Entries > Account Entry 

 

Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAE2100) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

GL Unit Select desired GL Unit 
Click on magnifying glass to 

lookup value 

Ledger Select desired Ledger ACCRL/ADJ is recommended 

Account Select desired Account 
Click on magnifying glass to 

lookup value 

Journal ID Enter Journal Number  

Type of Report 
Choose Detail or 

Summary 
 

From Fiscal Year & 

Through Fiscal Year Or 

Date Range From & Thru 

Enter timeframe to be 

reported on 
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Report Steps                                                                see screenshot below 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAE2100 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Run 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Account Entry Detail-Cost (AMAE2110) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists accounting entry details. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Accounting Entries > Account Activity Summary 

 

Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAE2110) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Account Select desired Account 
Click on magnifying glass to 

lookup value 

Type of Report 
Choose Detail or 

Summary 
 

Include Transfers Check if desired  

Include Retirements Check if desired  

From Fiscal Year & 

Through Fiscal Year Or 

Date Range From & Thru 

Enter timeframe to be 

reported on 

It is recommended that timeframe 

information is entered in one of 

these boxes. 
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Report Steps                                                                see screenshot below 

As of Fiscal Year/Period 

Or As of Date 
See note 

Leave this section blank unless 

reporting on current fiscal year 

activity. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 
Select “Account Entry 

Detail –Cost” 
It’s process name is AMAE2110 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAE2110 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

Run 

Ok 
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Run Control ID Page 
 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Accounting Entry Detail-Net Book Value (AMAE2130) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists cost balance, YTD and LTD depreciation and NBV amounts per asset. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Accounting Entries > Account Activity Summary 

 

Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAE2130) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

GL Unit Select desired GL Unit 
Click on magnifying glass to 

lookup value 

Book Select desired Book ASSETS is recommended 

Account Select desired Account 
Click on magnifying glass to 

lookup value 

For Depr and Net Select desired actions 

If you want information regarding 

assets that have been retired or 

transferred select either or both 

Type of Report 
Choose Detail or 

Summary 
 

From Fiscal Year & 

Through Fiscal Year Or 

Date Range From & Thru 

Leave blank 
Do not enter timeframe 

information in these boxes 
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Report Steps                                                                see screenshot below 

As of Fiscal Year & 

Period Or As of Date 

Enter desired 

information 
 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 
Select Account Entry 

Detail – NBV 
It’s Process Name is AMAE2130 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 

Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAE2130 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

Run 

Ok 
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Run Control ID Page 
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Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 

 



June 2016 Version 

Page 36 of 152 

 

 

Example of Report Output 
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VISION FINANCIALS 
 

Account Activity Summary-Depreciation (AMDP2030) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists depreciation and related transaction amounts per account with Chartfields, book 

and report totals. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Accounting Entries > Account Activity Summary 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMDP2030) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Account Select desired Account 
Click on magnifying glass to 

lookup value 

Type of Report 
Choose Detail or 

Summary 
 

Include Transfers Check if desired  

Include Retirements Check if desired  

From Fiscal Year & 

Through Fiscal Year  

Enter timeframe to be 

reported on 

Note: It is recommended to enter 

date information in this section. 

As of Fiscal Year/Period 

Or As of Date 
See Note 

Note: It is not recommended to 

use this date information section 

for depreciation reporting. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 

Select “Account 

Activity Summary – 

Dep” 

It’s process name is AMDP2030 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 

Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Run 

Ok 
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Report Steps                                                                see screenshot below 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMDP2030 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Account Activity Summary-Net Book Value (AMDP2130) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists cost balance, YTD, LTD, depreciation and NBV amount per account. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Accounting Entries > Account Activity Summary 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMDP2130) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Account Select desired Account 
Click on magnifying glass to 

lookup value 

Type of Report 
Choose Detail or 

Summary 
 

Include Transfers Check if desired  

Include Retirements Check if desired  

From Fiscal Year & 

Through Fiscal Year  
Leave blank 

Do not enter any date information 

in this section 

As of Fiscal Year/Period 

Or As of Date 

Enter desired 

information 
 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 

Select “ Account 

Activity Summary – 

Net” 

It’s process name is AMDP2130 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 
 To view the processing 

status of the report. 

Run 

Ok 



June 2016 Version 

Page 46 of 152 

 

 

Report Steps                                                                see screenshot below 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMDP2130 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Asset Acquisitions by In Service Date (AMAS2110) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists asset information and includes Cost, LTD, and YTD Depreciation and Net Book 

Value with Chartfield, In-service Period/Year, Book and Report totals. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Asset Details > Acquisitions 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAS2110) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Report By Select Dept ID 

This field may be hidden, if so 

click on the triangle next to 

“Report Print Options” to unhide 

it. 

Template ID 
Select desired 

Template ID 

If no template ID exists click 

update/Add Template, name your 

template, click Add Template, and 

then click OK. 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range 

OR Date Range 

Enter Fiscal 

Year/Period/ or Date 

Range to be reported 

Enter data in one or the other 

group of fields 

Type of Report 
Select Detail or 

Summary 
 

Category Enter desired value 
Click on magnifying glass to 

lookup value 

Fund Code 
Enter desired value Click on magnifying glass to 

lookup value 

Department 
Enter desired value Click on magnifying glass to 

lookup value 

Program Code 
Enter desired value Click on magnifying glass to 

lookup value 

Class Field 
Enter desired value Click on magnifying glass to 

lookup value 

Project 
Enter desired value Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Run 



June 2016 Version 

Page 53 of 152 

 

 

Report Steps                                                                see screenshot below 

Process List 

Choose “Asset 

Acquisitions by in 

Servi” 

It’s Process Name is AMAS2110 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format  Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAS2110 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Asset Acquisitions by Chartfield (AMAS2100) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists asset information and includes Cost, LTD, and YTD Depreciation and Net Book 

Value with Chartfield, Book and Report totals. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Asset Details > Acquisitions 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAS2100) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Report By Select Dept ID 

This field may be hidden, if so 

click on the triangle next to 

“Report Print Options” to unhide 

it. 

Template ID Select Category 

If no template ID exists click 

update/Add Template, name your 

template, click Add Template, 

then click OK. 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range 

OR Date Range 

Enter Fiscal 

Year/Period/ or Date 

Range to be reported 

It is recommended that you use the 

Fiscal Year/Period Range box as 

the Date Range will only give you 

current fiscal year activity 

Type of Report 
Select Detail or 

Summary 
 

Category Enter desired value 
Click on magnifying glass to 

lookup value 

Fund Code 
Enter desired value Click on magnifying glass to 

lookup value 

Department 
Enter desired value Click on magnifying glass to 

lookup value 

Program Code 
Enter desired value Click on magnifying glass to 

lookup value 

Class Field 
Enter desired value Click on magnifying glass to 

lookup value 

Project 
Enter desired value Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Run 
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Report Steps                                                                see screenshot below 

Process List 

Choose “Asset 

Acquisitions by 

Chartfie” 

It’s process name is AMAS2100 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAS2100 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Asset Categories (AMAS1100) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists asset categories. 

 

Type of Report 
 

Crystal 

 

Navigation (Path) to the Report 
 

Set Up Financials/Supply Chain > Product Related > Asset Management > Reports > Asset 

Categories 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAS1100) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

SetID 
Enter SetID or use 

lookup to select.    

“STATE” is recommended. Leave 

field blank to select all SetID’s. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAS1100 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Run 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Asset Management Units/Books (AMBU1000) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists all valid business units and asset books. 

 

Type of Report 
 

Crystal 

 

Navigation (Path) to the Report 
 

Set Up Financials/Supply Chain > Business Unit Related > Reports > Asset Management 

Units/Books 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMBU1000) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit 
Enter Unit or use 

lookup to select.    
 

Book Name 
Enter Book name or 

use lookup to select. 
“ASSETS” is recommended. 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSNTCR” 
This is the server for Crystal 

Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMBU1000 

#######.PDF 

Click this link for the 

PDF file 
This opens the report. 

 

Run 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Asset Reclassifications (AMAS2400) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists asset recategorizations ordered by chartfield. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Cost and Depreciation > Asset Reclassifications 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAS2400) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Template ID Select Category 

This field may be hidden.  If it is 

click on the triangle next to Report 

Print Options.  Also if Category 

does not exist create it by clicking 

on Update/Add Template, name it, 

click add template, then ok. 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range 

OR Date Range 

Enter Fiscal 

Year/Period/ or Date 

Range to be reported 

Enter data in one or the other 

group of fields 

Type of Report 
Select Detail or 

Summary 
 

Category Enter desired value 
Click on magnifying glass to 

lookup value 

Fund Code 
Enter desired value Click on magnifying glass to 

lookup value 

Department 
Enter desired value Click on magnifying glass to 

lookup value 

Program Code 
Enter desired value Click on magnifying glass to 

lookup value 

Class Field 
Enter desired value Click on magnifying glass to 

lookup value 

Project 
Enter desired value Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

Run 



June 2016 Version 

Page 79 of 152 

 

 

Report Steps                                                                see screenshot below 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAS2400 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Asset Transfers by Chartfield (AMAS2300) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists asset transfers transactions ordered by chartfield. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Cost and Depreciation > Asset Transfers 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAS2300) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Template ID Select Category 

This field may be hidden.  If it is 

click on the triangle next to Report 

Print Options.  Also if Category 

does not exist create it by clicking 

on Update/Add Template, name it, 

click add template, then ok. 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range 

OR Date Range 

Enter Fiscal 

Year/Period/ or Date 

Range to be reported 

Enter data in one or the other 

group of fields 

Type of Report 
Select Detail or 

Summary 
 

Category Enter desired value 
Click on magnifying glass to 

lookup value 

Fund Code 
Enter desired value Click on magnifying glass to 

lookup value 

Department 
Enter desired value Click on magnifying glass to 

lookup value 

Program Code 
Enter desired value Click on magnifying glass to 

lookup value 

Class Field 
Enter desired value Click on magnifying glass to 

lookup value 

Project 
Enter desired value Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

The report should be selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

Run 
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Report Steps                                                                see screenshot below 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAS2300 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Assets by Asset ID (AMAS2210) 

 

 
Report Information 

 

Purpose of the Report 

 

This report sorts assets by asset ID. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Asset Details > by Location 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAS2210) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Location Enter desired location 

Click on magnifying glass to 

lookup value; leave blank to select 

all 

Book name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range 

OR Date Range 

Enter Fiscal 

Year/Period/ or Date 

Range to be reported 

Enter data in one or the other 

group of fields 

Type of Report 
Select Detail or 

Summary 
 

Category Enter desired value 
Click on magnifying glass to 

lookup value 

Fund Code 
Enter desired value Click on magnifying glass to 

lookup value 

Department 
Enter desired value Click on magnifying glass to 

lookup value 

Program Code 
Enter desired value Click on magnifying glass to 

lookup value 

Class Field 
Enter desired value Click on magnifying glass to 

lookup value 

Project 
Enter desired value Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 
Choose “Asset List by 

Asset ID” 
It’s Process Name is AMAS2210 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

Run 
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Report Steps                                                                see screenshot below 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAS2210 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Assets by Location (AMAS2200) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists information on assets by location.  This report may be useful for the annual asset 

inventory. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Asset Details > by Location 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAS2200) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Location Enter desired location 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range 

OR Date Range 

Enter Fiscal 

Year/Period/ or Date 

Range to be reported 

Enter data in one or the other 

group of fields 

Type of Report 
Select Detail or 

Summary 
 

Category Enter desired value 
Click on magnifying glass to 

lookup value 

Fund Code 
Enter desired value Click on magnifying glass to 

lookup value 

Department 
Enter desired value Click on magnifying glass to 

lookup value 

Program Code 
Enter desired value Click on magnifying glass to 

lookup value 

Class Field 
Enter desired value Click on magnifying glass to 

lookup value 

Project 
Enter desired value Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 
Choose “Asset List by 

Location” 
It’s Process Name is AMAS2200 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

Run 
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Report Steps                                                                see screenshot below 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAS2200 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Cost Activity (AMAS2000) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists sorts cost activity by chartfield, by category or by account. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Cost and Depreciation > Cost Activity Report 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMAS2000) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Report By Select Asset Category 
These fields may be hidden, if so 

click on the triangle next to 

“Report Print Options” to unhide 

them. 
Template ID Select Category 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range 

OR Date Range 

Enter Fiscal 

Year/Period/ or Date 

Range to be reported 

Enter data in one or the other 

group of fields 

Type of Report 
Select Detail or 

Summary 
 

Category Enter desired value 
Click on magnifying glass to 

lookup value 

Account 
Enter desired value Click on magnifying glass to 

lookup value 

Fund Code 
Enter desired value Click on magnifying glass to 

lookup value 

Department 
Enter desired value Click on magnifying glass to 

lookup value 

Program Code 
Enter desired value Click on magnifying glass to 

lookup value 

Class Field 
Enter desired value Click on magnifying glass to 

lookup value 

Project 
Enter desired value Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

Run 
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Report Steps                                                                see screenshot below 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMAS2000 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Depreciation Activity (AMDP2000) 

 

 
Report Information 

 

Purpose of the Report 

 

This report sorts cost activity by chartfield, category or account. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Cost and Depreciation > Depreciation Activity 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMDP2000) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Report By 
Choose desired method 

to report by 

This field may be hidden.  If it is 

click on the triangle next to Report 

Print Options.   

Template ID Select a template ID 

Also if a template does not exist 

create it by clicking on 

Update/Add Template, name it, 

click add template, then ok. 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range  

Enter Fiscal 

Year/Period to be 

reported 

 

Type of Report 
Select Detail or 

Summary 
 

Category Enter desired value 
Click on magnifying glass to 

lookup value 

Fund Code 
Enter desired value Click on magnifying glass to 

lookup value 

Department 
Enter desired value Click on magnifying glass to 

lookup value 

Program Code 
Enter desired value Click on magnifying glass to 

lookup value 

Class Field 
Enter desired value Click on magnifying glass to 

lookup value 

Project 
Enter desired value Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

Run 
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Report Steps                                                                see screenshot below 

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMDP2000 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Depreciation by Fiscal Year (AMDP2300) 

 

 
Report Information 

 

Purpose of the Report 

 

This report sorts assets by fiscal year depreciation at asset, category, project, department or book 

levels. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Cost and Depreciation > Depreciation by Fiscal Year 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMDP2300) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

From Fiscal Year & 

Through Fiscal Year 
Enter Fiscal Year  

Report by 
Choose desired manner 

to report by 
 

Category Enter desired value 
Click on magnifying glass to 

lookup value 

Fund Code 
Enter desired value Click on magnifying glass to 

lookup value 

Department 
Enter desired value Click on magnifying glass to 

lookup value 

Program Code 
Enter desired value Click on magnifying glass to 

lookup value 

Class Field 
Enter desired value Click on magnifying glass to 

lookup value 

Project 
Enter desired value Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Run 

Ok 
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Report Steps                                                                see screenshot below 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMDP2300 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 



June 2016 Version 

Page 122 of 152 

 

 

Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Depreciation by Period (AMDP2200) 

 

 
Report Information 

 

Purpose of the Report 

 

This report sorts assets by period depreciation at asset, category, department, book or project 

levels. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Cost and Depreciation > Depreciation by Period 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMDP2200) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range 

OR Date Range 

Enter Fiscal 

Year/Period/ or Date 

Range to be reported 

Enter data in one or the other 

group of fields 

Report by 
Choose desired manner 

to report by 
 

Category Enter desired value 
Click on magnifying glass to 

lookup value 

Fund Code 
Enter desired value Click on magnifying glass to 

lookup value 

Department 
Enter desired value Click on magnifying glass to 

lookup value 

Program Code 
Enter desired value Click on magnifying glass to 

lookup value 

Class Field 
Enter desired value Click on magnifying glass to 

lookup value 

Project 
Enter desired value Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 
Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Run 

Ok 
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Report Steps                                                                see screenshot below 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMDP2200 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

 



June 2016 Version 

Page 129 of 152 

 

 

Run Control ID Page 

 
 

Report Request Parameters Page 

 

 



June 2016 Version 

Page 130 of 152 

 

 

Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Retirement Activity (AMRT2100) 

 

 
Report Information 

 

Purpose of the Report 

 

This report lists retirement related information. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Retirement > Retirement Activity 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMRT2100) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book Name Select desired Book ASSETS is recommended 

As of Date 
Enter desired date to 

report thru 
 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 
Select “Retirement 

Activity” 
The process name is AMRT2100 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

 

Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMRT2100 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

Run 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Retirement by Chartfield (AMRT2000) 

 

 
Report Information 

 

Purpose of the Report 

 

This report sorts retirement information by chartfield. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Retirement > Retirement Information 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMRT2000) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book Name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range 
Enter from and thru 

Fiscal Year and Period Enter data in one group of boxes 

only 
Date Range 

Enter from and thru 

date 

Type of Report 
Choose detail or 

summary 
 

Category Choose desired value 
Click on magnifying glass to 

lookup value 

Fund Code Choose desired value 
Click on magnifying glass to 

lookup value 

Department Choose desired value 
Click on magnifying glass to 

lookup value 

Program Code Choose desired value 
Click on magnifying glass to 

lookup value 

Class Field Choose desired value 
Click on magnifying glass to 

lookup value 

Project Choose desired value 
Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 
Select “Retirement 

Report by Chartfiel” 
The process name is AMRT2000 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

Run 
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Report Steps                                                                see screenshot below 

 

Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMRT2000 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 
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VISION FINANCIALS 
 

Retirement by In Service Date (AMRT2010) 

 

 
Report Information 

 

Purpose of the Report 

 

This report sorts retirement information with totals per in service year/period. 

 

Type of Report 
 

SQR 

 

Navigation (Path) to the Report 
 

Asset Management > Financial Reports > Retirement > Retirement Information 
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Report Execution Procedure 

 

Run Control Notes: 

 

 Select an existing Run Control ID or add a new one. 

 For Reports that are run on a regular basis, user should select a Run Control ID naming 

convention that can be easily identified (e.g. Run_AMRT2010) 

 

Report Steps                                                                see screenshot below 

In This Field/Link Action Notes 

Unit Select desired Unit 
Click on magnifying glass to 

lookup value 

Book Name Select desired Book ASSETS is recommended 

Fiscal Year/Period Range 
Enter from and thru 

Fiscal Year and Period Enter data in one group of boxes 

only 
Date Range 

Enter from and thru 

date 

Type of Report 
Choose detail or 

summary 
 

Category Choose desired value 
Click on magnifying glass to 

lookup value 

Fund Code Choose desired value 
Click on magnifying glass to 

lookup value 

Department Choose desired value 
Click on magnifying glass to 

lookup value 

Program Code Choose desired value 
Click on magnifying glass to 

lookup value 

Class Field Choose desired value 
Click on magnifying glass to 

lookup value 

Project Choose desired value 
Click on magnifying glass to 

lookup value 

 
Click the “Run” button 

Process Scheduler page loads.  

List of Origins report should be 

selected. 

Server Name Select “PSUNX” This is the server for SQR Reports 

Process List 
Select “Retirement 

Report by In Servic” 
The process name is AMRT2010 

Type Choose desired value 

Web is recommended, but you 

may also choose to have report 

printed, emailed, or saved to file. 

Format Choose desired value PDF is recommended.   

Run 
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Report Steps                                                                see screenshot below 

 

Click the “Ok” button 

This runs the report and returns 

you to the Report Request 

Parameters page. 

Process Monitor 
Click the Process 

Monitor link 

 To view the processing 

status of the report. 

 Click refresh until the Run 

Status displays “success” 

and the Distribution Status 

displays “posted”. 

Details Click the Details link Opens the Process Detail page. 

View Log/Trace 
Click the View 

Log/Trace link 
Opens the View Log/Trace page. 

AMRT2010 #######.PDF 
Click this link for the 

PDF file 
This opens the report. 

 

 

 

 

Ok 
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Run Control ID Page 

 
 

Report Request Parameters Page 
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Process Scheduler Request Page 

 

 

Process Monitor Page 
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Process Detail Page 

 

 

View Log/Trace Page 
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Example of Report Output 

 

 
 


